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Employee DROP Task Flow

Vendor and employee meet and
fill out DROP form together.
The vendor sends notice to the

J Agency Personnel Management
Agency. Notice should be > initiates DROP action.

sent to the Agency Benefits
Specialist and Agency Personnel ==
Management.

A 4

Agency Benefits Specialist . . AASIS automatically
receives an SAP Inbox Agen_cy Benﬁﬁts Sple C|aI|’s i updates Benefits Payroll
message indicating the DROP | —» | terminates the employee’s |, Deductions and AASIS
Action has been processed for the participation in retirement sends electronic interface g=,
—n plan. (HRBEN0014).* g LN
employee. to vendor. —
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** Arkansas State Police uniformed commissioned officers
remain enrolled in their retirement plan after entering the
DROP.

** For employees participating in the Teacher Retirement
Plan and enter the T-DROP on 9/1/2003 or after, the
Agency Benefits Specialist should process the following:

1. Through PA30, create Adjustment Reason infotype
with the option “Misc Benefit Change” effective the
first day of the month/1st day of the DROP Status.

2. Enroll the employee in ATRS T-DROP 13%.
Note: This delimits the ATRS Retirement Plan.
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Exercise
Scenario #12

* You receive an SAP Inbox message
notifying you that a DROP action has
been completed on an APERS
employee. Process the Benefits DROP

transaction on the employee.
(gﬁ

L_.

12-3

AASIS Support Center, DiAnnette Scott
July ‘04, Revised to V5.0

12-3



An AASIS Training Guide
HRBEN — Benefits Administration

Demonstration

« Perform Benefits DROP

Human Resources > Personnel Management >
Benefits >Termination
(HRBENO0014)

A
‘
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Note: Before you process this transaction, you MUST be sure
that the person with the role of Personnel Management has
processed the DROP action in AASIS. Otherwise, your
transaction (HRBENOO14) will not process properly.
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Perform Benefits DROP

HRBENOO14 B a e @ae QHE HTOa)
SAP Easy Accdgs AASIS MENU

[etfic e R

(1 Favorites
2 {3 BAP menu
Ll [ ofice
b [ Logistics
[> [0 Accounting
= 3 Human Resources
EZ) PPMOT - Manager's Desktop
<7 ‘1 Personnel Managerment
> [ Administration
& ([ Recruitment
B (3 Personnel Developrment
< {3 Benefits
@ HRBEMNOOOT - Entalliment
) HREEMNOD1 4 - Termination A
@ HRBEMOOO3 - Participation Monitar
@ HRBEMOOO4 - Insurability
@ HRBEMNOO0E - Participation Overview
> 1 Group Processing
b [ Forms
B ([ Administration
> [ Flexible Spending Accounts
b [0 Retirement Plans
b (1 COBRA
B [ Claims (hsia)
B [ Info System
> [0 compensation Management
> [ Personnel Cost Planning
[» [ Budget Management
> [ Pension Scheme

> [ Time Management

D (3 Payroll

b [ Training and Event Management
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Perform Benefits DROP

I

SO  SHEBIaton AR @m

rmination of Plan Participation

........................

| Termination for

resomein. 2 4 2. ENter the employee’s
Bt personnel number

BEE = Errat list
o

finy Date

=3 Select |
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3. Click to change the

date to the last day the

20| Susan voliman

employee is eligible for

Retirement Benefits
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Perform Benefits DROP

Termingtion  Edit clp .
S T Note: Datereflectsthe_last
Termination of Pian Participation day em Ployee was ellglble
for Benefits.
—
Direct selection | Selection set | | Termination for
| Narne BLTHEA L PARHAH 6 073172004 ({8 [ R overiew |
Personnel no -
o3 Stop garticipation |0 Display plan 48 Enorlist
D number ‘alidite nerind ction Nate
3 :IMed\ca\\ . '] .
= e | o D Y 6. Click Stop participation
YRR

“ Pers.No. [ Name
1076 | ALTHEA L PARHAM

5. Select the employee’s Retirement plan
by clicking in the box to the left of the plan

) D]
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Perform Benefits DROP

Termination of Pian Participation

Direct selection | Selection set |

Persannel no

| Termination for
| Hame Susan vollman

on  B7¢16/2004 B ‘
i) Stop participation ||6?;p Display plan EE i) Error list

1D numher ) Walidity period Action Date
@ s it
P G e =l
[rastefiane Note: Verify that
you have selected
the correct Plan for
Termination
b e
@ Stop participation || 3§
7. Click Stop participation
] 1«10
[ 47
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Termination  Edit
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Perform Benefits DROP

Tenmnination of Pian Participation

Direct selection | Selection set |

Personnel no

ID number

& Select |

EEEE
“ Pers.No.|Name
20|Susan Yollman

| Termination far

MName Susan Wollman

o7l Stop participation & Displayplan | E|E 2| i) Error list

Walidity period Action Date
[ medical

[ Basic Life
] Optional Life
[ Opt. Life Post
401 (=)

TYYVY

Termination of Plan Participation

For 1 of 1 plan types, plans have been delimited or deleted

Note: A message will display indicating the
number of Plans stopped for participation

-

8. Click on the green check mark
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Perform Benefits DROP

IS HE At o0 HE @M

Termination of Pian Participatlfn

9.C

lick ‘Back’

Direct selection | Selection set [ TETTTETTTToT
|Name Susan Yollman on  87/16/2004 [ ‘
Personnel no
i) Stop patticipation ||6?;p Display plan ‘ i) Etror list
1D number Walidity period Actinn Date
[3m|
b [ Basic Life
® Select | [ Eommnal Life
> [ Opt. Life Post
‘ = b [ 4013

|~ Pers.No. [Name
20| Susan Voliman
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Questions and Answers
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